08/13: CLA-RDP84B00890R8805001 10041-8 


; : F ; t fob ey 
weeee This Notice Expires 1 May 1981 My wail if 


ve PERSONNEL [ —sd)CSTAT 
: 6 November 1980 


EXPERIMENTAL FLEXIBLE AND COMPRESSED WORK SCHEDULES 


eS al 


= 1. GENERAL 


a. This notice modifies the Agency's previous policy regarding = 
experimental flexible and compressed work schedules. 


ae b. The Agency will expand its experimental program of flexible 
and compressed work schedules and conduct an experimental program on 
an Agency-wide basis going beyond the 40-hour workweek to encompass 
a framework of 80 hours in a pay period.. The new 80-hour framework 
allows for the carry over of credit hours for future use in a flex- 
ible work schedule and for the popular 5/4-9 plan currently being 
used elsewhere in the Government. 


; c. The 5/4-9 plan is an example of a compressed work schedule 

— having an 80-hour biweekly work requirement in less than 10 workdays. 
Under this plan, employees work a fixed schedule of five days one 
week and four days the next for a total of 80 hours in nine days per 
pay period. 


d. For employees working a flexible work schedule, credit hours 
may now be carried over from week to week within a biweekly pay period. 
In addition, a maximum of 10 credit hours may be carried over from 
ae biweekly pay period to biweekly pay period. The component may limit 
the time frame within which employees may use credit hours (e.g., within 
the next four pay periods). 


2. POLICY 


a. Agency managers are encouraged to conduct experiments with 
flexible and compressed work schedules where their application is 
expected to benefit both the Agency and its employees. Also, whenever 
alternative work schedules are determined to be feasible, employees 
are encouraged to participate on a voluntary basis. 


b. No component or any employee may directly or indirectly 
intimidate, threaten, or coerce or attempt to intimidate, threaten, 
Or coerce any employee to participate in an alternative work schedule. 
All employees should be informed that they may choose not to participate 
in an alternative work schedule. 
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3. RESPONSIBILITIES 
a. Operating Officials and Heads of Independent Offices will: 


(1) Establish essential duty. hours with minimum staffing. 
requirements in experimenting components and develop schedules 
for providing such coverage. 


(2) Submit an approval memorandum to the Director of 
Personnel Policy, Planning, and Management (D/PPPM) describing 
the proposed alternative work schedule. The memorandum must be 
forwarded through the appropriate Deputy Director and Director 
of Finance for concurrence. ¢ 


(3) Monitor the overall effectiveness of approved work 
experiments and submit assessment reports to the D/PPPM upon 
completion of the experimental period. Experimental alternative 
work schedules may be continued if they are deemed successful 
by the experimenting office by submitting an assessment report 
before the end of May 1981 and requesting an extension. 


b. The Director of Personnel Policy, Planning, and Management 
will: 


(1) Advise and assist Operating Officials and Heads of 
Independent Offices in establishing and agminys tering: alternative 
work schedules on an experimental basis. 


(2) Analyze assessment reports received from experimenting 
offices in terms of effectiveness of alternative work schedules 
in accomplishing stated objectives. 


(3) Conduct in May of 1981 a final assessment of the 
alternative work schedules program and recommend to the Deputy 
Director of Central Intelligence, through the Deputy Director 
for Administration, its continuance, modification, or termination. 


4. ADDITIONAL INFORMATION 


a. When planning revised schedules, Agency managers should 
consider that a lack of resources precludes extension of such 
support services as the motor pool, pneumatic tube, and mail and 
courier delivery. Further, there is no provision at this time for 
extension of cafeteria hours or for adjustment by the General Services 
Administration of building maintenance and utility support. 
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b. An Office of Personnel Policy, Planning, and Management 
(OPPPM) Memorandum giving specific criteria and guidelines for 
establishing and administering flexible and compressed work schedules 
will be published shortly. Additional instructions also will be 
issued providing guidance on the maintenance of time and attendance 
records for components experimenting with alternative work schedules. 
Personnel desiring additional information should contact the Position 
Management and Compensation Division, OPPPM, on extension[ _] STAT 


; rank C. Cartucci _ 
a Deputy Director of Central Intelligence 
xe 
ey 
a DISTRIBUTION: ALL EMPLOYEES (1-6) 


ox 
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7 SECTION V: HOURS OF WORK, LEAVE, AND PAY 


r 29. HOURS OF WORK AND PREMIUM PAY 


SYNOPSIS: This regulation defines the basic workweek and the variations thereof 
that may be operative in the Agency. The text covers factors that affect work 
; schedules and compensation such as holidays and religious holy days, regular and 
o . occasional overtime, grade level restrictions on overtime payment, provisions of 
the Fair Labor Standards Act, methods of compensation, and compensation for 
night duty, night differential work, and work on Sunday. The regulation specifies 
the limitations of compensation for overtime, holiday, night, and Sunday work; 
deals with eligibility, accrual, and settlement of compensatory time; and mentions 
differentials associated with hazardous duty, duty involving physical hardship, 
and exposure to working conditions of an unusually severe nature. Throughout the 
regulation, the responsibility of supervisors, Operating Officials, and other senior 
officials in controlling premium pay is detailed. 


a. GENERAL. The Agency conducts some of its most important and critical work under 

conditions over which it has no control. These conditions include the course of world events, 

- the needs of policymakers of the Government, and unpredictable changes in consumer 

requirements for timely intelligence. Within the constraints imposed by these conditions, 

<i hours of work for Agency employees will be established and administered in a manner that 

an ( on provides a normal, orderly work life. However, Agency personnel must be sufficiently 
L flexible to adjust their work habits to changes in work schedules as required. 


b. WORKWEEK AND WORK SCHEDULES 


(1) STANDARD BASIC WORKWEEK 
(a) Operating Officials and Heads of Independent Offices will schedule standard basic 
workweeks for full-time employees in components under their jurisdictions in 
accordance with the following standards: 
(1) Duty hours are scheduled in advance and cover a period of not less than one 
week. 
(2) The basic 40-hour workweek consists of five consecutive duty days, normally 
) Monday through Friday. 
(3) The working hours in each day in the basic workweek are the same. 
(4) The basic nonovertime workday does not exceed eight hours. 
(5) The occurrence of holidays does not affect the designation of the basic 
workweek. 
\ : (6) Breaks in excess of one hour are not scheduled in any basic workday. 
, (b) Normally basic workweeks will be scheduled from 8:00 a.m. to 4:30 p.m., 8:30 a.m. 
; [ : to 5:00 p.m., or 9:00 a.m. to 5:30 p.m. Monday through Friday. One-half hour is 
\ ‘ allowed for lunch. When necessary to carry out the missions of the components, 
\ , . = Operating Officials and Heads of Independent Offices may schedule standard basic 
; workweeks with hours different from those prescribed above as long as such basic 
Ba NES workweeks meet the standards given in paragraph b(1). 


es : : (2) NONSTANDARD BASIC WORKWEEK 


r (a) The Deputy Director for Administration may approve work schedules that differ 
: L from the standards in paragraph b(1) for operations which are staffed on a 24-hour 


LJ 
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basis as long as the nonovertime scheduled work hours equal 80 in a two-week pay 

period, and the Operating Official certifies that one or both of the following 

conditions exist: 

(1) An operating component under his/her managerial control would be seriously 
handicapped in carrying out its functions if the scheduled tour of duty was 
restricted to the standard basic workweek, or to the conventional three eight- 
hour shifts per day schedule. For purposes of this regulation, “seriously 
handicapped” is interpreted to mean that adequate service could not otherwise 
be provided to customer offices as a result of a break in the continuity of 
operations, high employee turnover, or other disruptive conditions, or 

(2) Operational and administrative costs would increase substantially if the 
functions were carried out within standard work schedules. Requests for 
approval of nonstandard work schedules, which are based on cost considerations, 
must include actual and proposed cost data relative to overtime, additional 
staffing, and nonproductive manhours spent in setting up and closing down 
operations. 

The Operating Official exercising managerial control over an operating component 

for which a nonstandard work schedule has been approved will annually certify in 

writing to the Director of Personnel, through the Deputy Director concerned, the 
continued need for such a schedule. 

Proposed nonstandard work schedules which contain regularly scheduled overtime 

(i.e., hours of work in excess of the 80 hours of basic. work requirement in a biweekly 

pay period) must reflect the specific day(s) in which the regularly scheduled 

overtime is established on a predetermined and fixed basis. 


(d) Proposals for nonstandard work schedules will be forwarded for approval to the 


(e) 


Deputy Director for Administration through the Deputy Director concerned and the 

Director of Personnel for their concurrence. 

The following guidelines will be used to determine leave and pay accounting: 

_(1) Employees at the GS-11 level and below will receive payment, in accordance 
with applicable regulations, for authorized overtime work performed that is in 
excess of 80 hours in a biweekly 80-hour pay period. 

(2) Employees at the GS-12 through GS-15 level may receive overtime payment for 
authorized overtime work performed in excess of 16 hours in a biweekly, 80 
hour pay period to the extent that such payments would not cause their 
aggregate compensation to exceed the maximum scheduled rate for GS-15 with 
respect to any biweekly pay period. 

(8) Employees GS-12 through GS-15 may be granted overtime payment for the first 

16 hours of overtime in a biweekly pay period provided that such hours 

represent directed work in a position which requires substantial amounts of 
overtime work on a continuing basis and productivity is predominately 
measurable in units of production or in hours of duty performed. Such positions 
will be identified by the Operating Official concerned, concurred in by the 
appropriate Deputy Director, and approved by the Director of Personnel. 

No overtime pay or other forms of premium pay will be paid to employees 

whose basic salary rate equals or exceeds the maximum scheduled rate for 

GS-15. 

(5) Employees determined to be nonexempt under the provisions of the Fair Labor 
Standards Act will be paid overtime in accordance with the provisions of that 
act. 


(4 
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r (6) Employees entitled to holiday premium pay will receive such pay when 
appropriate for hours worked not in excess of twelve which are not overtime 
work within a regularly scheduled workday. 

(7) Employees entitled to Sunday premium pay will receive such pay for each hour 
of Sunday work which is not overtime work and which is not in excess of twelve 
hours for each regularly scheduled tour of duty which begins or ends on Sunday. 

(8) Employees entitled to night differential pay will receive such pay for. all 
regularly scheduled work between the hours of 6 p.m. and 6 am. 

ee ‘ (9) Whenever possible two consecutive days off will be provided in each workweek. 
As a minimum, one regular day off, preferably Sunday, will be provided. 
(10) The regularly scheduled hours of work in a nonstandard workweek will be 
performed within a period of not more than six days of an administrative 
workweek that consists of seven consecutive calendar days. Agency management 
has established the administrative workweek as Sunday through Saturday. 
(11) Annual and sick leave will be charged according to leave taken against the 
employee's established work schedule. 


(3) WORK SCHEDULES FOR INDIVIDUALS. Operating Officials and. Heads of 
Independent Offices may establish work schedules for individuals of not less than 40 
- hours which differ from the basic workweeks of their components as necessary either (a) 
to carry out the missions of those components or (b) to enable the individuals concerned 
Pera. to take educational courses which will equip them for more effective work in the 
Agency. This authority does not extend to work schedules proposed for operations that 
(- ; are staffed on a 24-hour basis that involve regularly scheduled tours of duty exceeding 
eight hours a day or to schedules for operations staffed on a 24-hour basis that involve 
seven or more consecutive working days. 


c. PREMIUM PAY. General Schedule employees eligible for premium pay under the 
provisions of the Fair Labor Standards Act will receive the highest rate of overtime 
compensation and additional premium pay to which entitled under either FLSA or other 

L applicable pay laws and _ policies. 
(1) NIGHT DIFFERENTIAL WORK. Night differential work is regularly scheduled work 
between 6:00 p.m. and 6:00 a.m. 
— (a) Night differential work is compensated at an additional pay rate of 10 percent of 
— basic salary for General Schedule employees. 
) (b) Night differential pay rate is also payable when an emloyee who is otherwise entitled 
; to night differential pay does not work during those hours because of a holiday or for 
a period of leave with pay of less than eight hours during any biweekly pay period. It 
is not payable for any period of leave if the aggregate of paid leave during the same 
biweekly pay period is eight hours or more, nor is it payable for any period covered 
by a lump-sum leave payment. 
vA - (c) Prevailing rate employees will be paid for night differential work at rates in 
/ et accordance with their wage schedule. 
\ ‘ (2) OVERTIME WORK AND COMPENSATION 
\ ey (a) Definitions 
(1) Compensable overtime is that work performed by an employee in excess of the 
normal basic workweek which has been authorized by a designated senior 
_ official as compensable in accordance with Agency policy. Such overtime may 
be authorized in advance to meet scheduled or irregular requirements or 
; authorized after performance by the employee. 
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